
APPLICATION FOR RECORDS RETENTION SCHEDULE i 
! 

tment of Labor ; 

. .  . 

. i, 

I 

656-3074 - Barbara .- ~ - -  Whitlock Office Supervisor - I 
3. Action Requested 

a. mx Establish Retention Schedule;f$wrd will continue to accumulate. 
b. Dispose of present accumulation; no further accumulation anticipated. 

6. Division and Office Function What is  the function of the Division and the Office in which this rewrd series is created? 

The Unemployment Insurance Division sets tax rates for employers, administers a trust 
fund, and disburses benefits according to certain rules and regulations to persons whom 
through no fault of their own are unemployed. 

The Special Programs Payment Unit receives initial enrollment forms and establishes 

Also processes payment of incentive allowance and training 
a payment for each individual trainee; receives and processes weekly request for training 
allowance and wage payments. 
related expense allowance to participants enrolled in the Work Incentive Program. 
and maintains controls to prevent duplicate or overpayment, makes periodic review of records 
to ascertain continued eligibility for payments under different federal programs. 

Establishes 

~~ - 
7. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbem and tidm, if Myl:  
Attach samples of the file. 

payment of WIN benefits to recepients 

- 

ln&,dedare: MA2147, payment questionaire, ESA-1651, ledger sheet, ESA-1904, stop order 
change form to change M002,ESA-1630, memorandum for error correction, ESA-1629, irregularity 
and reference memo, ESA-1649, waiver WIN overpayment, ESA-1645, waiver determination, ESA- 
295-ESA-298, form letter memorandums, ESA-157, cliams memorandum for irregularity and refer- 
ences, and rejection slip, memos from local offices, CTOl and CT05 printouts, copies of CETA- 
1 and CETA 6, basic enrollment data, cancelled check list, and occassionally an old ledger, 
also includes MA2-148, WIN payment card as an information card. 

I File is arranged: full social-security number 

- 1 8. Monthly Reference Rate How often am records referred to which are: 
One to six months old 25 &; Seven to twelve months old 0 ; Thirteen to twenty-four months old&; 

- 4  twenty-fiye months andolder 10 ? 



1 10. Questionnaire (Placean ‘‘X- -_ ~ ~~ 

. .  ~~ 

~ 

~~ 

thisthe o f f i c i $ c o a  the series? 
If not, where is it? 

~ 

L-- security handling? If yes, cite law or regulation. ,i 

. .  .: x I - c. I s  this a vital ~~ ~~ record? ~ 

e. When one or G o  documents in the file~make it necessary to keep the entire file for a long period, could these documents 
- x d. Does thisseries ha? i ‘  . .  . 

, .. . -. be scheduled seoaratelv? 

~ 

s, attach’qqpy..’. . ~ 

1 1. Retention Requirements The following requires the series to be kept: 

a. State Law tt years. , ~ i ,  

b. Statute of limitation - years. 

d. Audit period 
I -  - e. Administrative need 

~ years. 

- years. 

3 years. c. Federal Law ’-. “years. f. Federal retention instructions 

Attach copy or excert of laws or regulations. Explain administrative need. 

..;,. .;. , . 

. .  

W I N  Handbook #318, IX-3, item K 

12. Approved Disposition Instructions This agency recommends that the f i le series be cut off at  the end of each: 

0 Calendar Year; 0 Fiscal Year: 5 Other then. 

0 Hold in the current files area month(s) year(s); then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
Bother  (Specify) 

yeads); then 
yeads); then 

Hold until deregistered, cut-off at €iscal year end ., then retain 3 years and until 
the satisfactory resolution of all audit findings, or until any payment request is 
resolved, any appeal or review of eligibility is resolved or until any overpayment case 
or investigation is resolved; +hen aes+by. 

These instructions a p p l w  all  prior and future accumulations of the series. 

Recommendations in paragraph 
12 are approved. (If disapproved, 
attach letter of explanation.) 


